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13 OCT 1978 


MEMORANDUM FOR: 


mi » * 


Deputy Director for Administration 
Deputy Director for National Foreign Assessment 
Deputy Director for Operations 
Deputy Director for Science and Technology 
Chairman, Executive Career Service Board 



FROM 

: F. W. M. Janney 

Director of Personnel 

SUBJECT 

: Agency-wide Vacancy Notice System 

REFERENCES 

: (a) Memo for DDCI fr D/Pers dtd 14 Sep 78, 

subj : Vacancy Notice System 
(b) Multi adse memo fr DD(^Jtf^^^y^78, 
subj: Follow-Up to HMHHHBI 
29-30 September 


STATINTL 


1. This paper is supplemental to reference (a) memorandum, 
a copy of which was provided to your senior personnel officers on 

6 October 1978. Reference (b) requests your comments on that memorandum, 
and we have been asked to provide you with various options and considera- 
tions in connection with your review of the proposal to expand the present 
Agency Vacancy Notice System to a mandatory, Agency-wide program. 

2. A concern of senior management is the development of managers 
and employees who are aware of and familiar with the activities of the 
Agency across Directorate lines, as well as ensuring all employees are 
aware of the various assignment possibilities. One way of providing 

this broader base of experiences for personnel and achieving an integration 
of employees with across-the-board Agency activities would be a program 
offering employees the opportunity for assignment to positions in offices 
and Career Services other than in the area of their current assignment. 

The new formal and the existing informal programs are not considered 
sufficient to the purpose. 
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3. There are various options for expansion of the current 
Vacancy Notice System, most of which would require some adjustment in 
the present assignment procedures and perhaps in the Career Service 
designation system. The scope of the changes would depend on the 
breadth of the vacancy notice program; the broader the advertising, 
the more changes in employee administration and career development 
policies and procedures will occur. In responding to the reference (b) 
request you need not limit your comments to the options herein, but 
include any others deemed feasible, as well as the impact of proposed 
changes on your current policies and procedures. 

4. Following are a number of options which might be included 

in an Agency-wide mandatory Vacancy Notice System. They are not mutually 
exclusive. 


a. All entry-level positions for each discipline and 
profession. (PMCD, in coordination with the Career Services, 
would identify the specific positions.) 

b. All positions which have a subcategory code common 
to most of the Career Services, such as secretaries, mail 
and file clerks, ADP personnel. A preliminary list is 
attached. 

c. All supergrade positions in the Agency. 

d. All supergrade manager positions. Specialist 
positions would not be included. 

e. All positions, regardless of category, grade or 
Career Service designation. 

5. Establishment of a broader and mandatory Vacancy Notice 
System which crosses Career Service lines in any aspect raises questions 
for personnel management in a number of areas in relation to current 
policies and procedures, and must be addressed before making any major 
changes in the system. The nature and size of the concerns relate 
directly to the scope of the proposed system, but all have to do with 
the administration and career development of employees, including the 
evaluation and competitive promotion system. 
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6. If the expansion is limited to the entry-level positions and 
the lower- graded clerical/secretarial positions, there would be little 
need of change in the Career Service personnel management procedures. 

There would be impact, however, on the recruitment/ applicant process. 

Guide rules would have to be developed to determine when a position 
becomes available for outside recruitment and not subject to subsequent 
or follow-up vacancy notice requirements. Possible impact on the recruit- 
ment of women and minority professionals would also be a matter of concern 
although we cannot now judge the extent. 

7. If, however, certain positions become available for Agency- 
wide application by reason of their function (e.g., ADP or secretarial 
personnel) or grade (e.g., supergrades), or the system requires all 
positions be advertised, possible changes in some policies of Career 
Service designation, of responsibility for career counseling and develop- 
ment, for administration, and for competitive promotion must be 
considered. 


a. How would any one of these options affect your 
career development program for individual employees ; 
e.g., formal Upward Mobility Programs, PDP Developmental 
Roster? 

b. What effect do you see on the competitive 
promotion process if assignments develop from a 
competitive selection program? 

c. If the change is limited to a specific grade 
or function, should there be a separate Career Service 
for the groups, including allocation of ceiling for 
promotion headroom? 

d. Would special procedures be required for 
Career Service screening of applicants before super- 
visor selection? What additional workload do you 
foresee? Would it be offset by reduction of career 
management functions now performed? 

e. Would procedures be required to monitor 
selection to ensure the most qualified applicant is 

selected? What problems would consistent in-house STATIN TL 

selections have for the purpose of the Vacancy 
Notice System? 


Att 
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POSITION TITLES USED IN ALL DIRECTORATES AND DCI AREA 



Sub- 






Position Title 

Category 

DCI 

DDA 

DD0 

NFAC 

DDS^T 

Intel Analyst- Gen 

P 


X 

X 

X 

X 

Clerk Typing 

C 


X 

X 

X 

X 

Clerk 

c 


X 

X 

X 

X 

Intelligence Asst 

c 


X 

X 

X 

X 

Records Clerk 

c 

X 

X 

X 

X 

X 

Cable Analyst 

c 


X 

X 

X 

X 

Info Control Clerk 

c 

X 

X 

X 

X 

X 

Info Control Clk-Typ 

c 


X 

X 

X 

X 

Info Control Asst 

c 

X 

X 

X 

X 

X 

Info Control Officer 

p 

X 

X 

X 

X 

X 

Info Cont Asst Sup 

c 


X 

X 

X 

X 

Info Cont Spec Sup 

c 

X 

X 

X 

X 

X 

Clerk Stenographer 

c 


X 

X 

X 

X 

Se ere tary- S teno 

c 

X 

X 

X 

X 

X 

Secre tary- Typing 

c 

X 

X 

X 

X 

X 

Secretary 

c 


X 

X 

X 

X 

Clerk Typist 

c 

X 

X 

X 

X 

X 

Publications Typist 

c 


X 

X 

X 

X 

Prod Cont Spec- Auto 

T 


X 

X 

X 

X 

Admin Assistant 

c 


X 

X 

X 

X 

Planning Officer 

p 


X 

X 

X 

X 
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MS-ORAMRM FOR: Deputy Director of Central Intelligence 


i-tom 

smmcr 


F. W, M. .Tanney 
Director of Personnel 

Vacancy ’Notice System 


1 . Acti on Requested : The attache! K^nwrandura was prepared in 
response to an" oral request froa your office to study a proposal of 
the EH) Panel. A recomendation is contained in paragraph 3, 

2. Bad vq round : The iserwrandhm addresses the proposal for an 
A::em:y-wide“Wcrmcy Notice System -to include all positions as they 
become vacant. In order to put the contents in context, a review of 
the Agency personal management policy and the techniques designed 
to achieve its objectives is included. The cements are directed to 
the impact such a system would have on the present personnel tsanage- 
tsent philosophy which provides for a strong Treasure of Career Service 
responsibility in the management and career development of employees. 
The semorancum deals with the filling of professional and technical 
positions which we assuroe is the area of interest to the RED Panel, 
although the impact of such a proposal applies to clerical personnel 
as well. 

3. Re copmendation : It is recommended that the present system 
for use olTrocaacy" notices be retained mat that the f leads of the 
Career Services be urged to use it, where possible, on an Agency-wide 
basis, particularly for entry level positions. 


" ‘ *" ’i 
F. h. M. J-xrmy . 


At 


Distribution: 

Grig - DDCI 

1 - HR 

2 - PDA 
/f- D/Fcrs 

1 - OP/RS 


STATINTL 


OP/Pf(C/RS/ 


Icnx: (14 Sep 78) 
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REVIEW OF VACANCY NOTICE SYSTEM 


The personnel management system of the Agency is based on a 
policy which assigns authority and responsibility for the management 
of positions and career development of employees to the Heads of the 
respective Career Services. The panel system which is used throughout 
the Agency and which supports the annual evaluation and promotion of 
employees is one mechanism by which this responsibility is carried out 
by each of the Career Services. Much of the input to management in 
terns of recommendations for employee training and assignment experiences 
comes from this evaluation process. DEO and the E Service advise that 
Panels have almost 100% responsibility for the career management 
recommendations for their careerists. In DDA the percentage is about 
85%, and in NFAC it is between 80% and 90%. DDS§T advises a current 
rate of about 75%; but this will increase with a newly established 
program in 0D$E. ORD because of its specialized work will continue to 
have frequent interchange with private industry rather than in-house 
development . 

The Personnel Development Program (TOP) focuses on succession 
planning with the development of managers and employees for senior . 
assignments as the essence of its purpose. A primary feature of the 
program is the identification of employees in the middle grades whose 
level of performance, talents and abilities, evidences potential meriting 
development for more senior positions. The development consists of 
planned experiences, including training courses and assignments, which 
will provide the exposure, background or expertise appropriate to 
successful management or executive level assignment. This same 
exercise of identification and developmental opportunities, although 
less formal than the PDP, is a responsibility of Panels, supervisors 
and career management offices for employees in the grades below GS-13 
and for those employees who, for whatever reason, are not included in 
the PDP. 

Employee career planning and development is a basic feature of 
the Agency’s personnel management system, and helps to fill require- 
ments in the many diverse and discrete professional disciplines of 
the individual Career Services. The overlap of Career Service missions 
and functions is minimal, and consequently, most employees develop 
their expertise and careers within the parameters of a given Career 
Service or Career Subgroup. 

The Vacancy Notice System xvhich now operates on three levels; i.e., 
at the Agency, Career Service, or Career Service Subgroup levels, is 
designed to complement the Agency's employee career development program. 
Units having a position vacancy for which there is no immediately 
available qualified or programmed candidate, issue a notice, sometimes 
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Even in the competitive Civil Service system there is not an 
open-ended application process for vacant positions. The selection 
is made from candidates identified from a group of eligible (certified) 
candidates, who had been previously tested or evaluated as fully 
qualified for various types and levels of positions. The Civil Service 
version of a vacancy notice is often published at less than the agency 
level if in management’s judgment a sufficient pool of certified 
applicants is likely to be available in the immediate office or unit. 

There is also a practical problem in the proposal. Of approximately 
1,500 personnel actions processed each month, an estimated 1,200 actions 
are identified with employee movements. To issue vacancy notices in 
each case would require an incredible amount of verification, editing, 
record handling and maintenance, question answering and referrals. 

This would require, at a minimum, an additional 15 to 18 persons in 
the Office of Personnel and even more if the Office of Personnel assumed 
responsibility for screening applicant files. On the other hand, if 
the responsibility for screening the files were given to each of the 
Career Services (we would recommend against decentralizing the issuance 
process) additional personnel would be required but the number would 
be difficult to judge without further study. 

Experience of agencies in the Civil Service competitive service 
suggests there would also be an increase in employee grievances. We 
are advised that grievance claims for non-selection can hold up filling 
Civil Service positions for months at a time. It is very probable 
that the review and adjudication of grievances under an Agency-wide 
system would create a requirement for even more personnel to be involved 
with the process. 

Rather than the Agency-wide advertising of all vacant positions, 
we considered recommending that all entry level positions for the 
various professions and disciplines be advertised before being filled 
by outside recruitment. Such a program, however, would most likely c tat i m t i 
impede the effectiveness of Agency success in the recruitment of o I A I IN I L 
minority and women applicants. Out side professional and technical 
recruitment accounts for on^^bout^^Jnew employees a year; the 
technical group averages A large percentage of professional 
input each year comes from conversions of on-board clerical and 
technical employees to professional status. While the rate varies 
among the Career Services, the FY 77 APP reflects 34% of Agency 
professional input came from employee conversions; deleting 59 relatively 
routine conversions (OS and 0S0 have policies for automatic professional 
conversions in certain circumstances) the percentage is still 26.3% of 
the total. 

The EEO Panel proposal is premised on the assumption that there 
are numerous employees whose capabilities are not being fully utilized 
and that this type of program would remedy this problem. Various ways 
already exist for employees who are qualified for other types of work 
and desire change to make their interest known. Career Service 


Approved For Release 2002/01/24 : 6IA-RDP81-00142R000500040034-9 


c 


AtIMINJSTRATiVE - INTERNAL USE ONLY 







* 


Approved For Release 2002/01/24 : CIA-RDP81-00142R000500040034-9 



Approved For-^please 2002/01/24 : CIA-RDP81 -001 42800050004 0034-9 i 

DD/A Registry 

~2L ^ 

5 October 1978 


MEMORANDUM FOR: 


FROM: 

SUBJECT: 


STATINTL 


Deputy Director for Administration 

Deputy Director for Operations 

Deputy Director for National Foreign Assessment 

Deputy Director for Science and Technology 

General Counsel 

Legislative Counsel 

Comptroller 

Inspector General STATINTL 

Director, Public Affairs 
Director, EEO 

Deputy Director of Central Intelligence 
Follow-Up to 29-30 September 


As you know, our discussions on CIA Goals and Personnel - 
Management issues resulted in a number of decisions that 
need follow-up. In addition, our discussions ejlther con- 
firmed or revised previous activities. I have listed these 
follow-up actions below. 

I . Peels ions Needing Follow-up : 

A. CIA. Goals 



1. Schedule individual DCI/DDCI meeting with 

each Directorate and Staff Office to continue 
discus sires in more depth on CIA .Goals. 


irr TON * 



is 

wi 


t meeting will be with DDSqT on 16 
er. 1100-1530. Puritano will work with 
re provide specific* agenda of goals, 
s. problems. Other CIA Goals meetings' 
re scheduled thereafter. 


* • *•* 

Approved For Release 2002/01/24 : CJA-RDl?81-00142R000500(^0^34-9 

1 - - 


— r 

^. 69.6192 

t 




\ 


■>vlc 


- 2 - 



App/pvfed FoNielease 2002/01/24 : CIA-RDP81 -001 42*000500040034-9 

{W 

H/A • All Five Career Service Heads are to prepare 
a paper on the amount of time they spend 
communicating with CIA staff ( in management, 
courses, lectures, etc.), 

^CTION : Blake/Hetu prepare guidelines defining, 
reporting requirements by 16 October. 

Career Service Heads prepare- report to 
DDCI by 30 October. 


3. 



Following additional goals "should be added, 
to NFAC Goals list: 

-- Establish I§W Network 

-- Review Operations. Center role and 
resources 

-- Review allocation and utilization - 
of personnel skills within NFAC 
particularly in OER and ORPA areas. 


ACTION : NFAC should add these goals, progress to be 
discussed at DCI/DDCI-NFAC Goals meeting 
when scheduled. - - 

B. Personnel Management 



Each Directorate should review and provide 
a report on. how it balances equities when, 
taking into account the needs and goals 
of the individual employee and those of 
the i ir.e uni ts wh.en making" assignments. 
Included in the discussion shdurld“be a 
description, of how each Career Service 
provides career counseling to the individual 
employees- ' 


ACTION: Each Head of Career Service to provide report: 
to DDCI by 15 N ovember,. • - 



After discussion of the proposal, the DCI* 
decided that a team of outs ide experts would 
be hired to thoroughly revie’w ~the Ttgency 
personnel system and prepare recommendations 
as appropriate for DCI decision. 


%lpi‘£T 
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ACTION: 



Puritano prepare appropriate staff work 
for DCI/DDCI review, coordiaate_v;ith^DDA_. 
and Q /Personn el ; Consultants to be - hired 
o/a^2^NpVbmber 1978. 

DDCI accepted DBA proposal to review and 
prepare for consideration/decision an 
updated version of a previous Agency - 
attitudinal survey. 

‘ r 

DDA prepare proposal for DDCI review by. 
30 October. . 



* Continuing Activities -- Further Action Needed 

A. Personnel Management 

7. ^valuation/Fitness Report. Continue- to 
redesign form particularly to Include 

EEQ, security, ability to write fitness 

reports and management ability: define 
the 1-7 scale more precisely. 

ACTION: All participants comment to O/Persormel 

. bv ad? October. 0/Personnel prepare summary vqQcT 
report to DDCI by AS October with recommen- 
dations for further actions. ! 

*' Panels . Continue to develop panel criteria 

which, scares s es composition of panels and 
sice of units handled~'5y ' pa'hels .. Primary 
purpose is to build more objectivity in 
panel system;, composition should be 'as 
broad as possible; number .of people reviewed 
by panelm should be larger. _ -- 

ACTION: Participants comment to O/Per-somtel by 

nfiJSL October- 0/Personnel prepare summary 
^ feport and recommendations for action, to . 

DDCI bv is October 1978. 

* i r> ■ 

9. Promo ti or. •' Assignment Criteria . Design system 
to pro vice greater incentives for lateral 
a ssign ment of employees, including both 
rotation and transfers, and Incorporate in 
to panel system. • " 
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ACTION : Participants comment to O/Personnel by 

'It) October. O/Personnel prepare summary 
7 ^ -Report .with recommendations for action 
by DDCI by >8" October 1978. 

10. Agency-Wide Vacancy Notice . Current Agency 

vacancy announcement system should be reviewed 
with objective of making it more open and 
equitable. 


ACTION : Blake prepare report on GS-04- to GS-15 
m0X£® errts—p er_mon£h to identify workF - ’ - 
load factors. O/Personnel analyze paslliciur 
pan t rev iews of O/Personnel vacancy memorandum 
and prepare report with recommendations to 
j, DDCI by ^5 October 19J 

f jrKPJ 


CKM* 


(f 




cc: DCI 

D/Personnel 


S TATI NT L 



nr; 

i I,' 
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14 SEP W* 


MEMORANDUM FOR: 
FROM : 


Deputy Director o£ Central Intelligence 

F. W. M. Janney 
Director of Personnel 


DO/A Registry 

73 - 


SUBJECT 


Vacancy Notice System 


1 . Action Requested: The attached memorandum was prepared in 
response to an oral request from your office to study a proposal of 
the HD Panel. A reconmendation is contained in paragraph 3. 

2. Background : The memorandum, addresses the proposal for an 
Agency-wide Vacancy Notice System to include all positions as they 
become vacant. In order to put the comments in context, a review of 
the Agency personnel management policy and the techniques designed 
to achieve its objectives is included. The comments are directed to 
the impact such a system would have on the present personnel manage- 
ment philosophy which provides for a strong measure of Career Service 
responsibility in the management and career development of employees. 
The memorandum deals with the filling of professional and technical 
positions which we asswne is the area of interest to the EE0 Panel, 
although the impact of such a proposal applies to clerical personnel 
as well. 


3. Recommendation : It is recommended that the present system 
for use of vacancy notices be retained and that the Heads of the 
Career Services be urged to use it, where possible, on an Agency -wide 
basis, particularly for entry level positions. 


(%es*S) F. W. M. tay 

F. W. M. Janney 


Attachment 


Distribution: 

Orig - DDCI 

1 - ER 

2 - DM 

2 - D/Pers 
1 - OP/RS 


STATINTL 


0P/P$C/ 


l:cme (14 Sep 78) 
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REVIEW QE VACANCY NOTICE SYSTEM 


The personnel management system of the Agency is based on a 
policy which assigns authority and responsibility for the 
of positions and career development of employees to the Heads of 
respective Career Services. The panel system which is used throughout 
the P Agency and which supports the annual evaluation and ^omotion^^ 
employees is one mechanism by which this responsibil y . 

b^ each of the Career Services. Much of the input ^^gment in 
terms of recommendations for employee training and assignment experiences 
comes from this evaluation process. DDO and the E Service advise that 
Panels have almost 100% responsibility for the career management 
recommendations for their careerists. i^ DI)A the p e r c entage is abo 
85%, and in NFAC it is between 80% and 90*. _ DDS$T advises 
rate of about 75%; but this will increase with a newly t0 
program in 0D$E. ORD because of its specialized work will to 

have frequent interchange with private industry rather than in- 
development . 

The Personnel Development Program (PDP) focuses on succession 
planning with the development of managers and enployees for senio ^ 
assignments as the essence of its purpose. A primary feature of the 
urogram is the identification of enployees m the middle grades whose 
level of performance, talents and abilities, evidences potential meriting 
development for more senior positions. The deveiopmcntconsists of 
planned experiences, including training courses and assignments, wh 
will provide the exposure, background or expertise appropriate to 
successful management or executive level assignment. This same 
exercise of identification and developmental opportunities^althoug 
less formal than the PDP, is a responsibility 

and career management offices for employees m g d in 

and for those employees who, for whatever reason, are not included in 

the PDP. 

Employee career planning and development is a ba sic feature of 
the Agency’s personnel management system, and helps to fill q 
ments in the many diverse and discrete professional disciplines of 
“e InSvSuaTSLaer Services. The overlap of Career Service mssrons 
and functions is minimal, and consequently, *st employees develop 
their expertise and careers within the parameters of a given Career 
Service or Career Subgroup. 

The Vacancy Notice System which now operates on three levels; i.e. , 
t thp Agency Career Service, or Career Service Subgroup levels, is 
desired to complement the Agency's employee career development program. 
Units having a position vacancy for which there is no immediately 
available qualified or programed candidate, issue a notice, sometime 
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sequentially and sometimes directly to the Agency level. The initial 
level of publication of the notice is most often determined by prior 
experience and the knowledge of where suitable candidates mig e 
found. It can also be determined by Career Service policies, ine 
advertising of vacant positions usually cover entry level jobs or new 
positions, though there are frequent exceptions of middle level jobs. 

The August 1978 summary of Agency-wide Vacancy Notices (copy attached) 
shows 64 positions being advertised, ranging from a GS-15 Physica _ 

Scientist to a GS-03 Records Clerk. The recent Agency-wide advertising 
of a number of training positions available in the Office of Communi- 
cations represented an effort to identify present employees who are 
interested and qualified to be trained as Commo Techs (Radio) and isq TAT I N TL 
an example of offering entry level positions. It was an opportunity 
for on-board employees to explore new career paths, ihe umce or 
Security recently advertised Agency-wide for candidates for positions 
newly established in support of an added security responsibility, jCtf.f A j| N j|_ 
for which prior Agency experience provides the base for training m 
security specialities. In calendar year 19 77, ^^^ositions were 
advertised^Mrere filled from theBPMemployees responding to 
the notices. 

Requiring the Vacancy Notice System to be applied Agency-wide for 
all position vacancies would work at cross -purposes with the Career 
Services and their responsibility for employee development. We do 
not see it providing any advantage over the present system and, in 
fact, see it as obstructing, if not destroying, the Agency concept of 
employee management. Developmental plans for employees already assigned 
to a component would become even more tentative than they are by the 
normal nature of advance planning, and many formal programs, including 
the upward mobility programs now operating, would be subject to serious 
challenge. The exercise by managers and supervisors of day to day 
responsibilities for personnel management would be frustrated. New 
impediments to the comparative evaluation and competitive promotion 
processes would develop and training for future jobs would become 
endangered and potentially wasteful. Finally, it may make it nearly 
impossible to expeditiously fill critical or unexpected needs, and to 
react quickly where program or project changes require early attention. 

Continuing programs for the development of selected employees for 
certain positions while at the same time advertising and perhaps 
selecting other candidates for these same positions seems rather 
dysfunctional. Because of the high degree of occupational specializa- 
tion in the Agency, it would be a rare occasion when the person in the 
office developmental process would not be better qualified than other 
Agency employees for the job in question. To issue a vacancy notice 
when a qualified candidate is, in effect, in situ, would be an 
unnecessarily expensive process for the Agency. While Agency-wide 
open bidding may satisfy a few employees, we believe it would be 
viewed by the majority as a hollow exercise if most selections come 
from within the Career Service. 
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Even in the competitive Civil Service system there is not an 
open-ended application process for vacant positions. The selection _ 
is made from candidates identified from a group of eligible (certified] 
candidates, who had been previously tested or evaluated as fully . 
qualified for various types and levels of positions. The Civil Service 
version of a vacancy notice is often published at less than. t*} 6 agency atikjti 
level if in management’s judgment a sufficient pool of certified . 
applicants is likely to be available in the immediate office or unit. 

There is also a practical problem in the proposal. Oj^pinxiximately 
^^^■personnel actions processed each month, an estimated actions 

a^^Hentified with employee movements. To issue vacancy notices in 
each case would require an incredible amount of verification, editing, 
record handling and maintenance, question answering and referrals. 

This would require, at a minimum, an additional 15 to 18 persons m 
the Office of Personnel and even more if the Office of Personnel assumed 
responsibility for screening applicant files. On. the other hand, if 
the responsibility for screening the files were given. to each of the 
Career Services (we would recommend against decentralizing the issuance 
process) additional personnel would be required but the number would 
be difficult to judge without further study. 

Experience of agencies in the Civil Service competitive service 
suggests there would also be an increase in employee grievances . We . 
are advised that grievance claims for non-selection can hold up filling 
Civil Service positions for months at a time. It is very probable 
that the review and adjudication of grievances under an Agency-wide 
system would create a requirement for even more personnel to be involved 

with the process. 

Rather than the Agency-wide advertising of all. vacant positions, 
we considered recommending that all entry level positions for the 
various professions and disciplines be advertised before being. tilled 
by outside recruitment. Such a program, however, would. most likely 
impede the effectiveness of Agency success in the recruitment of 
minority and women applicants. Out^We professional and technical 
recruitment accounts fo r only abo ul^^Mnew employees a year; the 
technical group averagefllHHi A lar S e percentage of professional 
input each year comes from conversions of on-board clerical and 
technical employees to professional status . While the rate varies 
among the Career Services, the FY 77 APP reflects 34% of. Agency 
professional input came from employee conversions; deleting 59 relatively 
routine conversions (OS and 0S0 have policies for automatic professional 
conversions in certain circumstances) the percentage is still 26.3-6 o± 
the total. 

The EEO Panel proposal is premised on the assumption that there 
are numerous employees whose capabilities are. not being fully. utilized 
and that this type of program would remedy this problem. Various ways 
already exist for employees who are qualified for other types of work 
and desire change to make their interest known. Career Service 
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counseling services and Career Management Officers are available for 

consultation. The Office of Personnel also provides a counselrng 

service for all employees regardless of Career Service affiliation, b I A I IIN I L 

The Career Services and the Office of Personnel both refer files of 

these employees to offices having the type of function of interest _ 

to the individuals. The Office of Personnel regularly forwards a list 

of employees seeking reassignment GEAR) to all Career Services and 

components thereof. Our experience is that a principal reason for 

not finding assignments for many of these individuals is a lack of 

the qualifications necessary for the position in which they are 

interested. An Agency-wide Vacancy Notice System would not solve that 

problem. As evidence, however, that employees are aU^Jj£> change their 

Career Services or Subgroups, in FY 77 approxwmtely^^MtajflJjges 

changed their Career Service designation, to date in FY 7^^^ave 

done so. These figures do not include block changes such as transfer 

of offices between Directorates. 

Insofar as the argument is made that it is the Agency’s responsi- 
bility to provide the means by which employees can become qualified _ 
for reassignment to other positions or types of work, the Career Service 
responsibility for career development offers the greatest opportunity 
for this type of advancement or change. It is unrealistic to expect 
offices to take unqualified employees from other offices and provide 
the necessary training and experience for assignment to the vacant 
positions, positions also desired by their own employees, often already 
trained. 

For the few employees who through the proposed open-ended system 
might find other assignments for which they are qualified, we believe 
the same results can be achieved through the present systems . _ We 
believe the impact of Agency-wide competitive bidding for assignment 
would be traumatic on the morale of the majority of employees who 
identify with a Career Service, and have worked hard to advance m 
that Service. 

We recommend that the level of advertising of Vacancy Notices be 
left to the option of the Heads of the Career Services but that they 
be urged to broaden the advertising base where possible to assure 
increased opportunity for those outside the Career Service .who may be ^ 
qualified to apply. Special consideration should be given _ to advertising 
entry level positions and those where the necessary specific technical 
expertise is provided in an Agency established training program. 
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MEMORANDUM FOR: 

Director of Personnel 

FROM : 

John F. Blake 

Deputy Director for Administration 

SUBJECT : 

Vacancy Notice System 

REFERENCES : 

(a) Your memorandum to Deputy Directors, 

dtd 13 Oct 78, Subj : Agency-wide 
Vacancy Notice System (DDA 78-3635/1) 

(b) Your memorandum to DDCI, dtd 14 Sept 78, 

Subj : Vacancy Notice System 


1. DDA management has reviewed the proposal to expand 
the present Agency Vacancy Notice System. We agree that 
the current system can definitely be improved. However, 

we do not concur with a mandatory system whereby all posi- 
tion vacancies would require competitive Agency -wide bidding. 
Further, we recommend that the Agency move very slowly in 
adopting any options (a-e) suggested by reference (a). That 
is not to say that this Directorate does not believe in 
competition for jobs. Our policy is to encourage such 
competition within the framework of the career service 
competitive evaluations as they relate to all areas pertain- 
ing to individual employee career development. Employees 
compete through the panel system for training opportunities, 
promotion, intra- and inter-Directorate rotational oppor- 
tunities and certainly for positions within their sub-group. 
Their relative competitive ranking is and should be all 
important in determinations concerning these and every aspect 
of a career program. If career management and developmental 
planning is to be meaningful, then there must be positions 
available within each sub-group to assign employees for 
development . 

2. This paragraph is keyed to paragraph 4 of reference 

(a) . 

Option a - It is the DDA' s position that there is a 
vital need to continue the recruitment of young, professional 
and technical officers. Any institution requires an influx 
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0 £ new people to retain a dynamic, effective organiza- 
tion. The proposal to advertise all entry level posi- 
tions would significantly reduce new professional and 
technical hires and would result in a stagnation through- 
out the organization. We believe that such a system would 
have a debilitating effect on our efforts to improve tne 
Agency minority position. 

Options b-e - We believe all are at cross purposes with 
the personnel career development system. As an alternative, 
we support the recommendation that Heads of Career Services 
be urged to broaden the base of positions advertised out- 
side the career service to assure increased opportunity 
for such qualified employees. Further, we believe That 
vacancy notices for positions now being advertised should 
be distributed on an Agency-wide basis. Adoption of those 
two proposals would increase the value of the current system 
without disrupting the very fiber of the career management 
system. 

3. These comments are keyed to questions raised in 
paragraph 7, reference a: 

a. Options b through e would have a very deleterious 

effect on career development as we practice it within this 
Directorate. It would be detrimental to current PDP planning, 
to formalized upward mobility planning and for the caieer 
service system in general. Option (a) would have little 
effect on career development. I 

b. Employees would compete for jobs rather than for 
promotion. In effect, we would be adopting the Civil- 
Service approach to job placement and promotion would 
depend -strictly on the grade of the position. 

c. The establishment of separate career services 
and the accompanying dilution of authorities could never 
provide a consistent, uniform approach to personnel manage- 
ment and nearly any other issue of managerial concern. With 
only five Career Services , we still have difficulty in _ 
applying uniform standards to the multitude of Career Service 

decisions . 


d. Special screening would have to be performed at 
some specified organizational level. Additional workload 
)U ld b e incredible. Attached are statistics which reflect 
employee movements for GS-04 through GS-13 employees 
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in FY-1978. If we assume an average of^^^^^HHper 
file, we could conceivably occupy fulltm^^^^aTf of 
60-65 employees iust for the file review process. What 
offset might occur through diminishing career management 
functions is difficult to say, but it is certain that any 
offset would not make up anywhere close to the difference. 

e. Supervisors would have to make the determinations. 
Continued in-house selection would give rise to employee 
distrust and probably would result in a good many grievance 
cases which in itself would add to the workload. 

4. Generally speaking, this Directorate is in agree- 
ment with reference (b) , ’’Review of Vacancy Notice System.” 
We do encourage continuing efforts to improve the vacancy 
notice system, but any such improvements must be in harmony 
with the current Agency program of career management. 


John F. Blake 


Attachments 


Distribution: 

Grig - Orig 

1 - DDA chrono 
1 - DDA subj 
1 - JFB chrono 
1 JDA/tmo chrono 
DDA/CMQ^^^^j] s (20 Oct 78) 
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